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. suas : Non-Standard work Schedules ee 
: OGC Has Reviewed 


i. Tels menoranwiu evraits a veceme 
| ar by cumendatlon for your epprovel. Sul 
vecouzendstion is contbrined ia psregraph lL. we eee 
2. The Office of Personne] hag completed a gkeries of gs mdies to 
. Ceterming the po “SHS E ERS within vhich the Apeney might accorsalate nor 
standard workwook errangenents whlen ere considered to be operator ally 
aavantescous to the misaions of the Agency congonenta involved, 


3. ha studless ineluted raviews of proposals advanced by the Forejsn 
Wissllea end Speea Analysis Ceater, the Offices of ELIT and the Central ” 
Reference Sexvice to edjnst current ohare ebiftes to non-standard eek 
Tncluded alse woa the proposal subaltted on 1 sepbetwer LOL by tha : cane coe: ant 
Savirory Group for tha adombion of tavee-day workweeke dn the Kende ae = 
cotmrber centers. : eer 


aahs, 


hk, These proposals cited strong benefitea which would aecerue if 
Nou-steriard worlweek ye area in exception to current Arency reculetions 
wore adopoed. tone of thase benefits aves 


& Contimitty of Ooernbions. In the case of RMAC, the nost 
Blienificans bansris th A eebabl3 iwhihe a beste Le-hour reculer: wou ehitt 
de that oll movers of the working teens can poe with the ana 
work forea in 240 for pardoda up to four hours e sche of theiy *s oH wring 
shifts. This interaction is deoned eritiest to est. clisheent oF teuly 
ecuipe etemt ODAC analyses of aaa is nigsils end space setivities o1 e 
ernoureaecry sais. The “normal” threes shives oF eient hours esch 
have patted Ww aéguonstreted that rs Mivicuals w oa tag midnichs to 
8:0) a.a. Shift lnc contents and analytic interchanges with the tote 
regular work force of TMUAC, and suffer thers ehy. 


b. Menoower 6: ean Ss In certsin instences savings in totel 
manpower moceesary to man Sk-heur shifss could be accommlished by the 
ecoption of the tio-chifs, lo-houren “coy aeigs a an FEEAC, for 
example, would be abla to elininata et least on 2 slot iv Bust & worl’ 
schedules were sdoxyted. = ~ 


¢. Cyertine Sovinza, In menalng a echedule that ealis for gh-hoer 
perations cix or ¢o¥en onys @ we ok, overt ae ine, vertioularly + within | 

cutrent calling Limitations, becesss gq aisalvicant £ factor. my a tet 

WOrLveak sole: ules to repularly sehaduled Le-houren-a oy @bics: with, as 
overtizne, noyeent for ovastin we Work on Saburdeys and ce nen 
considerably recueed ov elindinated altogether. For exanola, wndor 58 
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proposal forwarded by CAS, four teanas working ene threeedey workresk of 
32-hour shifts aad a second workweck of torce-doy, L2-hour shifts plus 
one eleht-hour chits on Gundey could accomplish ites mission of total 
coverages withont any overting within an &)-howr pay period. 


ad. Increases Protuctlvity, This factor waild ba espscially 
significant Yor ths Agency's computer centers. Typically, 1a such 
cantera, g worker may spand up to 45 mimrtea after his arrivel on the 
gow in preparing for his day's work. At tha end of hie shits he my 
ppond vp to 20 minutes preparing to close down for the day. In a fie 
day workweek this may sepresent a “Less” of six hourd and 15 minutes per 
employee. In & three-day vorkeeck thls loss regrosents omy three heurs 
end 45 minutes. 


e. Reduction of Maoloyes Turnover. The adoption of two remwiariy 
scheduled lvehour work audies in plees of the current three resulerly 
fencduled eight-hour work shifts world clinitnetes the graveyard shils 
which is a constant source of personnel problens. It is anticinotcd 
thet the cdoption of a non-standard workweek of basicsliy thraa deys 
pins a fourth elisnt-hour day would bring sbout-a reduction in qislsyest 
turnover, wuld enheaca recrulinent efferta and would increase the 
quality of personnel broveht on board. 


5. he Offiee of Personnel studiea took into consideration the lets 
and medical asnects of such non-standard work schadiiies as well. sa the 
admintetrative probliens ettendast upon accurate raporting and accounting 
procedures ecavering hours of work. : 


& In terns of the Isgenl esrects, the Office of Gensrel Comwsel aes 
teken tas posizion that the Aveancy cen esteblish ite own work schedules, but 
46 bas stronsly urged that wa change our Regulations te conform with whist we 
-ere doing. 

7. ‘The Idrector of Modjcal Services has stated thet while be could not 
Soy csteporically thet such ixrresuler seasdules would ba hamfal, a 12-hour 
workday would tGerl toe decresse an emiloyee's effeebivensss in a situation 
whera power of cbgervetion, monial dexterity and physical prowess werg 
involved. The Director of iedical Services sald that such arransements would 
eall Zor cline supervicion favolving a carefyh Look et profuctivlty. 


&. Discussions with the Offices of Commuter derviess oud Finance 
indiested that any chenge in the G0-nour period of ecesuntebility for py 
end save purposes vould pose vary renal diffienlties. At thia tise it would 
: be next to impgasivle to bandle the conputer progracming necessary to 
' establish work sehadule other than an 00-hour poy pariod within 
} the tina linitaviea for innhensatation of tha new Tinenclal reporting syxten. 
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9. Tha Offies of Faraacnel ebudies concluded that 16 waild be Penctbls 
to establish non-atenderd work schednlea for dish operations » confor cing 
to the o-hour accountability period, when such sehedvlen Novy cloorly 
provide operations] benefits to the Agency. ‘Yne studies also cosrluded thet 
ths bapuby Direator for bupnort is in the best position to vaview propotsis 
Yor non-stenderd workyseks fom an Agency viewmoint cnt to éppreies the 
financial, pexzomrel ond medical factors involved. 


10. Requests for Levequler work schedwlea for gh-houe shifts would ba 
waivieved on en individual basis prior ta submisation to the Deputy Divector 
for Support. gach review would determine the appvopriete actouiting ~ 
peoceduras for leave and pay yarnoces, rp 


It is eupacted that /bhs folloving guidelines vould preveil in the 
astertiinatioa of leave abd poy accounting: 


&- Aiploysea at the G-11 aml bolow level would be peid 
overtine Lor work in excass of 60 howrs in o tioewack, EC-hour pay 
period. 

Gas 

ke. daployeaa CS«La thyrotzh Gel} ney receive overtime pays 

rind dinceted overting worked in excess of 06 koura in a tiwevoek 5 
A-hour poy porkod. 


Ce Baployeos enbitled to Sunday, holidey or nicht differantist 
pay would recelve such pay, when eppropriets, for hewrs worked not 
in exesse of j2 within ¢« regularly acheduled workday. 


ad. Anal and sick leave would ba charged secoxding to lesve 
taken ecalnst the enploysea's established work schadule. 


e. Otherwise the vrovisdiong of would remain unchenged 25X1A 
end would pertein to the irregular woek poneaulen. - : 


ii. Ft_is recomended that the following chenge to Healquarters 
25X1 Regulation Eouts of Work, Leave, oad Tay, be epvroved: 


"In exceptional cireunstaneas and when advantaczous to operations 
whieh are stefved on a fhehowr basis, the Deputy Direetor for Support 
Way LpEVove woek ochedules which daviete from the above standants cs 
Zong 98 the schaduled werk hours ecual G0 fn a tyoeveak s &-hour pos 
perlec. Proposals for such drresular wort: schedules should ba 
forunrded to the Deputy Divecter for Support throush the Director of 
Personal with the concurrence of the Deouwty Director concerned. The 
Deputy Director for Gupnort, when approving non-standard work sehacules, 
‘thall migo prasexdba guidelines for accounting for leave » S¥VIeblua, 
holiday end sunday poy, end niet differential." 


(a/Harry 3. Fisher 


Harry 3. Fishes 
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SECRET 


SUBJECT: Non-Standard Work Schedules 


CONCUR: 


Lawrence R. Houston Date 
i: General Counsel , ; 
25X1A 
Ose im 
fo) . corey Date 
Deputy Director eT 
for Support 
The recommendation contained in paragraph 11 is approved: * 
25X1A% 
om 7 Z— 
L. K. White ae Date : 
Executive Director-Comptroller 
Distribution: Re bad 
Orig - Return to D/Pers * For the indefinite future the 
- ER : Deputy Director for Support will 
- pp/s ’ obtain the concurrence of the 
- DD/Pers/P&C : Executive Director-Comptroller 


= Oe eee prior to the approval of any such 


- D/MS proposal. Until we have had some 
- Subject file time to experiment with such 

- JIO Chrono schedules, the Executive Director- 
‘= D/Pers Chrono Comptroller will expect quarterly 

, reports from each component or 
activity for which an irregular work 
schedule has been approved. 
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